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Article by How-To Geek

How to Organize Your Programs
INn the Windows 7 Taskbar

Would you like to keep your programs neat and orderly in your Windows 7 taskbar? Let’s look at an
easy way to make your taskbar simpler and more aesthetic all at the same time.

The Windows 7 taskbar makes it easy to have quick access to your favorite programs. With pinned
applications, jumplists, and more, it's easier than ever to manage your applications from the taskbar
without opening the Start menu. Unfortunately, it's also easy to get your programs in a mess where
it’s hard to find what you’re looking for. Wouldn't it be nicer if you could sort your most-used
programs into groups that made it easy to find the app you’re looking for? Here’s a quick trick that
can help you regain control over your messy taskbar.

The Windows 7 taskbar lets you pin any application or shortcut to the taskbar, so we’re going to use
that to make spacer shortcuts to dummy applications so we can separate our programs into

groups. First you’ll need a folder to save your shortcuts and applications that you won’t delete. We
created a new folder in our Downloads folder, but you can save it wherever you’ll easily remember not
to delete it.



G_Ov'j » Matthew » Downloads » - [‘,H Search

Organize ¥ Include in library » Share with ¥ Burn rl‘\dew folder
. *  Name : he — — T

¢ Favorites [ Create a new, empty folder. i P

Bl Desktop | Ji Adobe 8/10/20109:05PM  Filef

Ju Work Ju 3q2 8/27/20108:24 PM  Filef

| Courses g . Dark Room 0.8b 8/31/2010 1:54 PM File f

. e-books —| . EvernoteBBStorm_3.0.249 8/12/201011:02 AM  Filef

Now, in the folder, create a new text document or other file. You could create any new file here, other
than a folder or shortcut.

' » Downloads » New folder - | 5 || Search New folder
lib Sh ith New fol Folder
1 hibrary » are with = ew fol
i . 1 Shortcut
Name
Microsoft Access Database
Bitmap image
View »
Contact
Sort by » )
Microsoft Word Document
Group by 4
Journal Document
Refresh

Microsoft PowerPoint Presentation
Microsoft Publisher Document
WinRAR archive

Customize this folder...
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Paste
Paste shortcut T ocument
. Microsoft Excel Worksheet
share with X WinRAR ZIP archive
New 4 Briefcase
] Properties =

Change the name of the file to something unique, and then change the file extension to .exe.



Name

| L]Lgeekspacd I

Windows will warn you not to change the file extension, but it’s fine for this use. Click Yes to apply
the changes.

’

Rename

Q If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

|j !estiH No |

If you don’t see the file extension listed, you may have your extensions hidden by default. To make
them visible, click Organize on the top of the Explorer window, and select Properties.

Organize v | Share with » Slide

Cut

Copy
[7] Paste
Undo
Redo

Select all

L] Layout »
Folder and search options

/S Delete
Rename

Remove properties

Properties k

Close




Select the View tab, and uncheck the box beside Hide extensions for known file types. Now click Ok to
save the changes, and then change your file’s extension as before.

| Folder Options u
| General | View | Search

Folder views

You can apply the view (such as Details or lcons) that
E you are using for this folder to all folders of this type.

-

[ Apply to Folders \ ( Reset Folders .

Advanced settings:
). Files and Folders -
[] Always show icons. never thumbnails
[] Aways show menus
Display file icon on thumbnails
Display file size information in folder tips
Display the full path in the title bar (Classic theme only)
J. Hidden files and folders
(©) DonY show hidden files, folders. or drives
@ Show hidden files, folders. and drives
Hide empty drives in the Computer folder

Eﬂ.k de protected operating system files (Recommended)

| Restore Defautts |

[0k J[ Concel |[ sty |

Now, we could just pin this fake application to the taskbar, but that wouldn’t do us much good since
it’d have the default application icon and wouldn’t be much good for separating programs. Instead,
we’re going to create a shortcut to this app with a transparent icon. So, right-click on your new
application, and select Create Shortcut.



IE] geekspacel.exe

transparent.ico

Open
Enable/Disable Digital Signature Icons

#'  Run as administrator

Troubleshoot compatibility

71-Zip »
@  Scan with Microsoft Security Essentials...

Share with >

8 WinRAR »
Pin to Taskbar

Pin to Start Menu

Restore previous versions

Send to »
Cut

Copy

Create shortcut
Delete k

Rename

Properties

Now, we want to change the icon on the shortcut to a transparent icon so we’ll have clear gaps in our
taskbar to separate programs. You'll first need a transparent icon file; you can create your own, or
download one we’ve created from the link below. Then, to change the shortcut’s icon, right-click on
the shortcut and select Properties.



Name

(7 geekspacel.exe

Date modified Type

9/7/2010 6:30 AM Application

[ geekspacel.exe - Shortcut

transparent.ico

Open
Troubleshoot compatibility

Open file location

Enable/Disable Digital Signature Icons
Run as administrator

71-Zip

Scan with Microsoft Security Essentials...
WinRAR

Pin to Taskbar

Pin to Start Menu

Restore previous versions
Send to

Cut
Copy
Paste

Create shortcut
Delete

Rename

Properties k

Select the Shortcut tab, and click Change Icon.




% ' geekspacel.exe - Shortcut Properties

Secuity |  Detals |  Previous Versions
Generl | Shotct | Compatibilty

‘ﬂ geekspace1.exe - Shortcut

Targettype:  Application
Target location: New folder

Target: Btthew\Downloads\New folder\

Start in: "C:\Users\Matthew"\Downloads'\New folder"

Shortcut key:  None

Run: [hbnndwndow ']
Comment:
| Open File Location ][gmgesom.l_;.}][ Advanced... |

Browse to the folder where you saved the transparent icon, and select it as the new icon for this
shortcut. Click Ok to save the changes.



Change Icon

Look for icons in this file:
C:\Users\Matthew\Downloads\New f

Select an icon from the list below:

Once you're done, drag the new shortcut to your taskbar. You’ll notice a new transparent gap
between your applications.

!
‘el.exe - Shortcut Date modified: 9/7/2010 7:20 AM
Size: 2.03 KB
Date created: 9/7/2010 7:19 AM

)l B nea

# Pin to Taskbar

Now repeat the steps to make extra fake applications and transparent shortcuts. You can make as
many as you need to group your programs.



Name Date

87 geekspacel.exe 9/7/2010 6:30 AM
@ geekspacel.exe - Sh... 9/7/20107:19 AM
7] geekspace2.exe 9/7/2010 6:30 AM
[# geekspace.exe - Sh... 9/7/20107:22 AM
. transparent.ico /7/2010 7:17 AM

Once you've got all your spacers made, drag them and your programs around to get them into neat
groups. You could group your Office, Creative Suite, browsers, or other programs together so they’re
easy to find.

Here’s our full taskbar, with several groups of our most-used applications. Now it’s always easy to
grab the program you want with one click! Do note that you’ll be limited by the number of icons you
can fit on your screen, so be creative and get your top icons down where you can easily grab them.

If you switch to small thumbnails in the Windows 7 taskbar, you’ll be able to fit even more
applications.

Alternately, you could make your taskbar thicker to show more icons. To do this, right-click on the
taskbar and un-check Lock Taskbar. Now drag the top of the taskbar up to make it taller. Now even
users with dozens of favorite apps should find a place for them all.



You could even give your app groups names. Simply change the shortcut’s name before dragging it to
the taskbar, and then place it with the appropriate program group. This might be helpful if you're
setting up a computer for someone that has trouble recognizing icons.

Do note of course that these shortcuts are actually links to a program that’s not a real program. If
you accidently click on one, you’ll be informed that it’s not a valid program.

’ g B
C:\Users\Matthew\Downloads\New folder\geekspace2.exe | 23]

) C:\Users\Matthew\Downloads\New folder\geekspace2.exe is not a valid Win32 application.

Windows will then ask if you want to remove the shortcut. Select No to leave it as before.

r R
Windows

Can't open this item

It might have been moved, renamed, or deleted. Do you want

to remove this item?
Yes HE




We’ve found this little trick to be a nice and convenient way to keep our applications in order. The
Windows 7 taskbar already keeps up from using the start menu much, but with this level of

organization it's even easier to use. If you’d like to do a similar trick on OS X, check this article to see
how to do it.

Download a Transparent Icon for Your Shortcuts

Paint.NET Extension to create ICO files




